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Plan for Permanent Succession of Executive Director 
Adopted May 4, 2010  

 
Policy Statement 
A change in executive leadership is inevitable for all organizations at some point in time.  Therefore, 
it is the policy of the Community Foundation of Mendocino County to be prepared for an eventual 
permanent change in leadership – either planned or unplanned – to ensure the stability and 
accountability of the organization.  The Board of Directors shall be responsible for implementing 
this policy and its related procedures. 
 
It is the responsibility of the Board of Directors to assess the permanent leadership needs of the 
organization to help ensure the selection of a qualified and capable leader who is representative of 
the community, a good fit for the organization’s mission, vision, values, goals and objectives, and 
who has the necessary skills for the organization. 
 
To ensure that the Community Foundation’s operation is not interrupted while the Board of 
Directors assesses the leadership needs and recruits a permanent executive leader, the Board may 
need to appoint interim executive leadership as described in the policy Plan for Temporary 
Succession of Executive Director.  
 
It is the policy of the Community Foundation to develop a diverse pool of candidates and consider 
at least three finalists for its permanent Executive Director position.  The Board of Directors shall 
implement an external recruitment and selection process, while at the same time encouraging the 
professional development and advancement of current employees. The interim Executive Director 
and any other interested internal candidates are encouraged to submit their qualifications for review 
and consideration by the transition committee according to the guidelines established for the search 
and recruitment process. 
 
Procedures for Succession: Permanent 
In the event the Executive Director of the Community Foundation leaves the position permanently, 
the Executive Committee of the Board of Directors shall do the following:  
 

1. Immediately notify the Board of Directors of the departure of the Executive Director. 
 

2. Immediately (but no longer than 5 business days) convene a meeting of the Executive 
Committee and appoint (if possible) an Interim Executive Director (see CFMC Policy on 
Plan for Temporary Succession of Executive Director).  

 
3. Within 15 business days the Executive Committee will appoint an Executive Transition 

Committee when a permanent change in leadership is required. This committee shall be 
comprised of the Chair of the Board, the First Vice-President, at least one additional 
member of the Executive Committee of the Community Foundation and two members of 
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the Board of Directors.  It shall be the responsibility of this committee to implement the 
following preliminary transition plan:  

 
a. Communicate with key stakeholders regarding actions taken by the Board in naming 

an interim successor, appointing a transition committee, and implementing the 
succession policy.  The key stakeholders to be contacted include (but are not limited 
to): 

 Major Donors  

 Major Grantees  

 Other local foundations 

 Other community foundations, especially in neighboring counties 

 Key community leaders 
 
b. Review the organization’s strategic plan and conduct a brief assessment of the 

priority issues that may need to be addressed during the transition process.  
 
c. Determine whether to use an executive search firm or executive search consultant to 

conduct the search process on behalf of the Executive Committee or to conduct the 
process in-house.  

 
d. Through discussions with the Board, Foundation Staff and the outgoing Executive 

Director, identify attributes and characteristics that are important to consider in the 
selection of the next permanent leader.  Some of these attributes and characteristics 
may include (but are not limited to):   

 
1. previous nonprofit management experience,  
2. successful planned giving experience,  
3. knowledge of finance/investment and endowment management,  
4. ability to develop budgets and manage a staff under the direction of a Board 

of Directors, 
5. the ability to be a good steward of funds,  
6. a person of proven high integrity,  
7. a person with an understanding of the community and its 

opportunities/challenges,  
8. a good communicator, and  
9. an individual whose quality performance has been proven in other situations.   

 
e. Develop an Executive Director job description and profile. 

 
f. Develop a compensation and benefits package to attract best candidates. 

 
g. Develop a system for advertising position, interviewing, evaluating candidates and 

checking references. 
 

h. Develop a compensation and benefits package to attract best candidates. 
 

i. Establish a time frame and plan for the recruitment and selection process.  
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4. Conduct a search for a permanent Executive Director.  This will be done by the Executive 

Transition Committee, with or without the assistance of an executive search firm.  The tasks 
will include: 

 
a. Advertising the position nationally minimally in the following: Chronicle of Philanthropy, 

Council on Foundations website and League of California Community Foundations’ 
website. 

 
b. The Executive Transition Committee will narrow the search to at least three, but no 

more than five, candidates, who will be interviewed by a group, composed of the 
Executive Transition Committee and other board members of the Community 
Foundation as may be selected for participation. 

 
c. The Executive Transition Committee will introduce and formally nominate finalist to 

entire Board of Directors.  
 

d. The Executive Transition Committee will negotiate and document terms and 
conditions of employment with the finalist. 

 
e. Establishing a “welcoming committee” to prepare for arrival of the new Executive 

Director with Board and staff, to introduce the new Executive Director within the 
community, and to orient the new Executive Director to the Community 
Foundation’s programs, policies and procedures, and any particular opportunities or 
challenges. 

 
 

 
 

 


